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Biographio Register Procedures

A, Opsrational Policy -~ Determinmation should be made as to the
kinds of service the Register should
glve,

1. Index selection - yes

2. Reference to documents - yes

3. Organized, synthesized reports - probably
4+ 4nslyeis and sppraisel of imformetion = ?

B, Administrative Goals should be determinmed,

1. Extent of Service -~ This is contingent on policy determination

of above question,
2. Bpeed in ineoporating biogrsphic information into Register.
3. 8Epesd in servicing requests.
(A determimation is meeded as to which goals dominate in importance
since methods employed in cbtaining goals 1 and 2 may be contradictory
or msthods to achieve goals 2 and 3 may comtradict each other)

Cs Present Difficulitiea

l. A basic difference exista as to spproach: Professional vs.
Machine
8. Is mainly & pesrsonality difference
b. BResolves aroung minor procedursl defects ~ not the system
iteelr,
{1) Professionals typimg ontoc IBM cards
{2 Files retaimed im machine section
3) Coded information being determined by machine section
2+ Thé procedure is te slow,

D. Difficulties of Ahearn Card 3 stom

DQ’ &2 Al aa
1., The profusiona}gﬁgﬂtp rglulti ‘P miated
procedural daracts.
2. The inability tq an orgaaized mport whcn :
considerable imﬁ. §§ op #1le® ¥
3. The inability tgm htion 8 and contradiationl.
4. The inability ¢ d of informatien. .

amen &‘ EC*‘
E, Difficulties of Pmpouad Folder System ‘

1. Typimg by professional is not eliminsted or sul:/ﬁttntially
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2. Biaff tipe employed in answering requests will be sub-
stantially incressed as a report must be written each
tizme -~ This will also cause & slowdown im speed of
. servicing requests. ‘
3. More staff time will be spent in maintaining files ae
three files (rather than two) will have to be maintaimed:
Folder file -
Biog. Card file ~ Bilog. card file
Machine Index files - Mazchine index files

4o Machine will net be able toc spot errors,
5. HRetaining documents snd publications will result ia building
up & biogrephie library.

P. Conelusions

1. 7The proposed eystem does not overcome & mesjor gripe, -
anslyst typing informgtion.

2. The proposed system ia not basieelly changed as informstion
is 8till taken off by the analyst and follows through the
saxe steps.

3. The proposed system may slightly imeresse spesd of putting
information into the file since such dats is not in a
finished form. However, the time required to fill requests
will be substantially increszed since information will
usually be reworked and always be retyped.

G. Recommendations

l. The basic procedure be giver further study to arrive at e
system whioh wills:

a. Increage speed of both putting infermation into
register and filling requeste

b, Eliminate amalyst typing

¢. Permit best utilization of professional staff at
sach grade level

d. Imolude full utilization of machinme service,

2. Thought be given tc merits of a procedure which will provide
for rapid assimiletion of new dsta through identifying the
individual after information has been processed or at time
request is received and utilizing wachine tschniques for
bringing togsther like items for asnalysis snd identifiestion.

3. Gonsiderstion be given to retaining dossier im oard form when
information is meager (mester card plus four) and then

to & folder dossier when information cammot be
handled on five cards. This would not only permit speeder
handling of the bulk of the informetion but would also
provide means by which organized,integrated, appraised
reporta oan be givern when substantiel information is
aveilable,
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4s Immediate sotion be taken to inorease smelysts' effectiveness:
&, Release from typing
b. Ready access to files
8. Identify information to be coded

.
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